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14 February 1977 


MEMORANDUM FOR: DDI Records Management Officer 


FROM ot 
OCR Records Management Officer 


SUBJECT : Proposed [ 


1. Paragraph 5.d. of the proposed Notice should be amplified and 
the phrase “convenience of reference" clarified. The Document Services 
Branch maintains the basic file of intelligence documents on behalf of 
the Agency as a central reference function. As part of this collection 
the temporary records received from non-CIA sources should be specifi-_ 
cally exempted from the ib apse en ey administrative 


files contain courtesy copies of memoranda that are held for two or 


three years and then purged. I assume this can continue but the first 
instruction under Form 141C says that before destroying "any" record, an 
office custodian must follow the step-by~step procedures. If these 
procedures are taken at face value the number of forms to be processed 
will soon overwhelm the system. See attachment for a memorandum from 
the Chief, Information Services Group, OCR, Ons etane comments and a 
preresee revision re paragraph 5. ce 


2. In eederal the wording is too technical and the procedures too 
cumbersome for anyone outside of the Records Management Field. Most CIA 
employees to whom the Notice is directed in the first paragraph will not 
understand it. In its present form the Notice might be useful to unit 
records officers but a much simpler general policy for all empleyes> is 
needed. 


3. Paragraph 5 is not really a summary. Several elements and 
procedures are introduced and discussed for the first time, e.g., the 
role of the Senate Select Committee on intelligence and the House Select 
Committee on assassinations. Assuming approval of the Records Control, 
Schedules the procedure outlined in paragraph 5.C. seems unnecessarily, 
bureaucratic. 


Attachment: A/S 
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Y February 1977 


MEMORANDUM FOR: Acuinistrative Staff, OCR 


pon | ctr 
Inrormation Services Group, OCR 


SUBJECT ; Prososed. | 


1. The wording of the last sentence in para 5 ¢ is too 
loose and will be too hard to follow. I reconmiend replacing 
it with the statemenc: 


fFfices may destroy other records provided that: 


<a) They have turned copies or originals over to 
PS on all existing Privacy Act or FOIA requests. 


(b) They nave turned over to OGC the records or 
. copies of records pertaining to all existing litigation 
or Justice Department investigations. 


(c) They co not have a- request from OGC, OLC or 
IPS not to destroy the records or the category or records. 


When in doubt about the propriety of destroying 
records, orfices should complete and submit a 

Form 141C, Request for Authorization to Destroy 
Records in Office. =. | 6 tee toe 4 Cee A Pea | 


2. If tha records people will not accept this change, 1 ae. ! 
“need some other form of relief that will make it unnecessary +0 a 
supmit a form 141c. everytime we weed sone o}d junk out of the ° Ae 

biographic or organization files. There is no way I or anyone 
alse can predict FOIA requests, Privacy requests, lawsuits or 
investigations. i Teel that the restrictions on destruction 
must be limited to the problems we know about at the time we 
wish to pu nse Files. 


STAT 


nieerite 
0 saribyctons Release 2002/08/15 : CIA- RDP86- 00895R000100010076-0 


etme SA/TSG.. wais3 al . o4 nosy rn 
‘ 


Sen aY gia ta Fe i his cs Wm, ygtta 
' oe 


9 ._ AJA Wappen” A Net toe NS I co de Eg aS 


STAT Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010076-0 


Approved For Release 2002/08/15 : CIA-RDP86-00895R000100010076-0 


